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Report of sccouwplishments while on assignment %:e TE A .

To conduct records surveys as necessary to implement
a Records Managewent Prograw in those areas as directed by the Chief,
¥E | | Primary considerstion to be given to the
disposition of Inectlve records sccumulated in the Btations and Bsses
in the FE Ares.

2. ACCOMPLISHMENTS

The agsignment lasted five months and the areas
vigited included | | The accomplishments
during this tour are as Tollowe:

a. Records Control Schedules were prepared, coordinated and
approved for| ] The achedules provide for the orderly
retirement, preservation and destruction for all administrative and
support type records. A total accumulation emounted to over 1585 eubic
feet of waterial of which only 8% was determined to be of perwanent
value, During the survey, immediate destruction was made of 110 feet
with an additionsl 270 feet to be destroyed by the first of the calendar
year.

. b. Procedures were prepared and implemented for a designated
vault area on 10 be used as a repository for all the inective
records of the base. These procedures will provide for the orderly
retirement and servicing of the records thereby eliminating tn a great
extent the purchase of additiomal flling equipment.

c. A wodified version of the Headquarters Subject Numeric
File Syster was ndapted and installed for all administrative and
nontechnical fileson The use of this standard system will
ipcrenpe the usefullness orf the records and simplify the training of
clerical employees, the mwajlority of which are contract wives.

. 4, Prior to returning to Headquarters, the Chlef, FE ort
Base requested that a preliminary records survey be made of the
reag in regard to the amount of time end personnel neces-
sary to implement a Records Management Program in vhich particular
giress wes to be paid to the disposition phase of the program. A
report §m3 recourendations (Attachment) was subwitted him for approval
and action.
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e, A summsry report of these accomplishments was transmitted
to the Chief, FE Division for his information., In sddition, discussions
were held with other interested DD/P personnel concerning FE records
probleme and thelr possible solutions.

3. RECOMMENDATIONS

8. That further suphasis be placed on those administra-
tive and support type records created, acquired snd wainteined in the
field, 8pecific stitention to be directed to the disposition and re-
tirement phase of the program.

b. Thet the Subjlect Numeric File Bystem be adapted and
installed to cover as many adwinistrative and nonteshnical files in the
field ms possible. _

¢. That designated vault aress be used to house and
servlice noncurrent records vwhile awaiting disposition,

4. That a study be made for the possible slotting
of records management positions in the larger field instellations
for the purpose of assisting and asdvising ares chiefs in management
problems and procedures.
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DEC 1% 1998
Deputy Chief, Par Tast Divisionm, DD/P

Chief, Fanagement Staffl

Pogsible Management Staff Contribution to your Field Installations

1, T talked to you on the phone the other day concerning the
poanibile need of another rounded HManagement Staff man for probable
PCS assigrment within yomr sres (a replacement for| |of my 25X 1
staff who finishes two years of PC3 for| |« The concept ' 25X1
hers 18 organizational and functional aligmeent and any other
gereral aspects of organizatiocn, metheds, and procedwres. 1'd e
intarested L0 know vhat the operating pesople of FZ comsider to be
I:I eontritution., Perhaps such aspessment would assist in the
aonpwny to the guestions in this paragraph.

2. Entirely separate from the sbove is a possibls Records Man~
sagement Program contridution on g PC3 basis in your field. Yay we
dea) with that guestion separately end !:m‘e? Points of considera~
tion are lelowr

3. What is meant by Records Mamagement 18 best embodled in a
repart from one of our officers who went TDY to your ares at the
requast of the Chief,| | ¥iz report shows what 25X1
can bs dune; and that there is need for the ﬁaiag.

4. T ask your consideration of this matter, se that if you see
profit for PE in thiam exercise, I would like to plan on a PS3C assign-
ment. of an experienced and campptent Records Hanagement officer for
support within your area to asslst in making life “easier end less ex~
pensive than now for yom out there,

5. Of course, the same question pertains to other sress, but
in 1ight of this TOY report herewith, it strikes me as sensible to
§ on from thore 2o thet on a comtinning basis contribution for such
an sasipment could be bstter assessed and thereby make sasier con~
sideration of application elseuhere.

6, Xindly 1ot me bave your views because if you are favorsble
%o the idea, we will need to lay cn some planning snd some kind of
training under guidance of your Division probably.

| - 25X1

Attechment
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